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Overview Miscellaneous payments are not associated with contracts. They are non-

contractual (covering recurring and non-recurring conditions) payments made 

to vendors and individuals. 

 

Create  Follow the steps below to create a miscellaneous payment voucher. 

Procedure 

 

Step Action 

1 After Logon, click on the Government link at the top of the screen. 
  

 
2 Click the Create Document link. 

 

 
 

Result:  Create New Document screen appears. 

3 Perform the following actions: 

 Change the Contractual? to “N” 

 Select the Misc Pay radio button 

 Select the appropriate Service Acceptor 

 Click the Next button 

 
 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

4 Select the appropriate voucher flow 

 

 
 

Click the Next button. 

 
5 There are 4 types of Government Created Misc Pay Documents. Below 

are the steps related to each type. 

 

If making a… Then go to… 

Federal Entity Type Steps 6 thru 12 

Non-Federal Entity: CAGE Code Steps 13 thru 18 

Non-Federal Entity: Business (EIN) Steps 19 thru 25 

Non-Federal Entity: Individual (SSN) Steps 26 thru 32 
 

6 Enter the Pay Official DoDAAC and click the Next button. 

 

 
 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

7 Complete the Required Fields and choose Misc. Type from the drop 

down box and click the Next button. 

 
 

 
8 Complete the required fields for the Line Item. 

 

 

9 Add comments to the Comments tab if needed.  
 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

10 Due to the CEFT bump most address information should be pre-

populated. Complete any missing elements on the Addresses tab.   
 

 
11 Review the document on the Preview Document tab and click the 

Submit button. 
 

Note: If document type requires an attachment it can be added on the 

Attachments tab prior to submission. 
 

 
 

 

12 View the verification screen. 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

13 Enter the Pay Official DoDAAC and click the Next button. 

 

 
 

 
14 Complete the Required Fields and choose Misc. Type from the drop 

down box and click the Next button. 

 

 
 

 
15 Complete the required fields for the Line Item. 

 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

16 Add comments to the Comments tab if needed.  
 

 
17 Review the document on the Preview Document tab and click the 

Submit button. 
 

Note: If document type requires an attachment it can be added on the 

Attachments tab prior to submission. 
 

 
 

 
18 View the verification screen. 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

19 Enter the Pay Official DoDAAC and click the Next button. 

 

 
 

 
20 Complete the Required Fields and choose Misc. Type from the drop 

down box and click the Next button. 

 

 
 

 
21 Complete the required fields for the Line Item. 

 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

22 Add comments to the Comments tab if needed.  

 
23 Due to the CEFT bump most address information should be pre-

populated. Complete any missing elements on the Addresses tab.   

 
24 Review the document on the Preview Document tab and click the 

Submit button. 
 

Note: If document type requires an attachment it can be added on the 

Attachments tab prior to submission. 

 
 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

25 View the verification screen. 

 
26 Enter the Pay Official DoDAAC and click the Next button. 

 

 
 

 
27 Complete the Required Fields and choose Misc. Type from the drop 

down box and click the Next button. 

 
 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

28 Complete the required fields for the Line Item. 
 

 

29 Add comments to the Comments tab if needed.  
 

 

30 Due to the CEFT bump most address information should be pre-

populated. Complete any missing elements on the Addresses tab.   
 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued)  

Step Action 

31 Review the document on the Preview Document tab and click the Submit 

button. 

 

Note: If document type requires an attachment it can be added on the 

Attachments tab prior to submission. 

 

 
 

 
32 View the verification screen. 

 

 


